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The following stady ia designad %apein‘& up: {1} certsin problems
m&mam-;&mﬁ%‘smw Steek Comtrol Sestdoan files; (2)
 (3) rescesmni mm*m(h %WMWW?!
A be ;mtsmmmt gm?as sooumendaiions
considered ssrefully and &szy“wwmxmmtm_
Qatts ke 4t the minfmm requirel to sceamplish the objleatives.

I reouEes

i. A eme %0 Wwo-dny becklog of new £ilings which results in dalpyred
infarmation to users o regusstor:.

2. iAo scommistion of sargs vousher files dating from 1954, waieh,
M%ﬁwmmfmm wmﬁmatmlatz Five-drewer {iling

3 leek of omtrod over files due to seoeusibility of filing cebinets
to smy persoa who entars 1200 Wing, resulting in dost or othwrwise unloest-
eble files and/or dooumsnts.

L™ Mﬁuwgﬂmaﬂﬁﬂ&;mﬁmmmﬂataw
erdarly. I% is often megeseary {0 sesrch through mumrous doeumsnts, wany
of which wre &pliicutes, before logating the cue needel. mtsare
not beunl fnsdde folders whleh incresses the possivilily of loss.

5. Yolidw-p sl Sehefuling Desk persoans) ere interrupted by routine

information requests whih cculd better be replisd to by File persomncl.

6. Interruption snd dstraction of File Clerk by “eustomers’ using

1. o kesep the day-to-Soy flow of Qotwmanbts £3iled up %o date and to
wmmmmqu, To have Quplicnte Somowents removed end

2. 7o provide s current aulit of foldexs to detmrmine completensos
ia axder thet scapleted foldwrs wy be closed, vemoved from smetive files,
ek pisced in temporery stowage.

_ 3. hmamm ﬁﬂmﬁmt&fﬂ»ﬁwaw
, sor8ence with Reeords Comtrol

he To have the files paysivally protected Irom the “publie” so thet
sompiste control can bBe exersised.
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Toaugh current anelysis of flles, to Nuanish iafawation o
?Mhnmmwmm&m%mﬂimmmm
they mey be resolved prasptly.

6. Te remove some routine, time-consuaing fumstions from Follew-s
MMM%M&%WMMMWWWW
mmmmammmmmm abipments .

1. e fMling funetion in spy arganisatdon generelly esrries one
MMWW&MMMhMW,MMﬂm
constitie aperations u%nmﬁhf future
operaiions. Iuuiness trensaction: | 4 %

ton heve very 1ittle legal prestigs. m:mwm'w:wi
mmmmmwmmmm(w)

Thay sve, in fact, the supporting dommeatatios for every tms
mmmmwww . Ty m,w ore ,
the oy offieial files of sush anture La CIA. With these thowghts In
mmmmmamwmmmmw
Bowever, ony remarks ssfis {n this é¢omwcotion sre not fatended to reflact
on the sbility of the persomel consernad.

2. I8 1s impossible, mwept on an overtiue basis, or o by besressing
thmﬁmmﬁu,mmwm~w@wwrﬂm
m&rm mmmumwmwmma
AoV - mmw ties e
ey cessy. mammwmmtmmmawm,ﬁw
wmxmmamwwmmw but loading
the riles with unnedessary Sooumssimtion. Folders shuild be srresged in

3. mw&‘ﬁgﬂmﬁxﬁt%ﬁmmm~ »
Thare is, st present, an eaousalation of voucher files datdag fyem 1554
mmawmwm,&m,mmmmmmm
soy monihy ago. The preseat sconsilation aomiptes o toval of 24 filing
oabdnets whish, &%auﬁ%}‘m&‘&:fm ropeessat an outlay of £1360.00
hmw Appad WW#WW&M:}&%
memgawm,m;m%mm
Wﬁmmmmmmwfwwmwwm.
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ke In the paet, an expeliient was used wnder vhish okther operatlons
of DS were halted parfofieslly sad all evallsble personne]l sseigned to
mmm$ Azﬁw&mmmMﬁWa&tﬂm,mm&m
mwmmmm@mm mwem&tywmw
socunplished cunnot be high. mmmmm@awmsm;
mm,mwﬁﬁawﬁwﬁﬁm%%mmé«awa
people. Yoless n « motivatios 12 rvovided, 1t is Alfficult o epply
the samgplete oxre mmkmwmyiaafmmm

5. WW%MW%%&W@&WW
the files, md resulta in sn sbvarse reflse : 08, A1 osbimets mnd
MM%WWM%W@@ oy " ﬂw
sffarts syve being wnle s1y to heve gnel "OUT inse
WWW,anm&sm:am:ﬁmw
5 & CONSMEIEIDEe Wmmmmwmmm
Inventery Staff results In » muder of nilssing focusents sofl files. The
mmmmmmmmnmmm
- Ifrom other &utles. DEwen altur axbsustive sekrdhos, sons Socsmints sre
e loosted. It iz believed thed these loswes sre the remuli of with-
drewils without W&r&:mﬁwwm’@mwghmgx
m ﬁ ﬁiﬁ e gty S ﬁ@ Eﬁ. m ‘B? m mi%?& M W -

the Q= ares end sllowing only sutharized persowmsl to service
mm,%mﬁmmwmm.

6. Thers is tut one person; & 08-3 File Clexk, who s responsible
for the falloving types of files sad dooumenta:

s. Every Creils Youcher (regdlsition) that passes through the
MTice of Loglatles. These sredil vouchors cansles of sbetyects
from, e sosodeents to, the basie reguiaition; the Purvhese Crier
sopy of the reguisttion that Lz retursed Yy Proourement Mvision;
Wm,mw&mﬁmmumw

. Bveary Shigpiag Doowment affetting reguisiticns for metexial
golng to the foreign ar dmsestic 7Meld. There sre at lesst two oo

every shipaent -~ e mede up ot the tiee itwms sre padked at the
mgwmmMWtamwmm

& Every Daddt Vousher (ressiviag douvimint) ihat peasses through
e §°730e of Logisties. Thure is coe equy for the Debit Yousher
folder; wme sugy for the applicshls Credtt Youcher folfter; swd mn
allvanoe ooy, 18 1a the mngﬁam;fwmwm
Follow-up Desk. i3thongs e use-life of the sdwnee eapy 1l ahort,
it Sous conptitute a syperets riling sperstion.
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& &m&fawymc; ﬂ@mg ?‘mkﬁ, wm&&
wmﬁaa or Ingtrusticns = eﬂ@ mi:mm

ted Yy DCS {n
Yoy - Fre E Pivislon in
mmammwmwmmmm
&« Adjustment vomele:

he Notices of prosurentst agtions diverted %o othor depots or
to “Mew Sourves” by Proowrwsent Divisien.

for spenial sosrches fn mﬁmﬂwmmm for opereting
m&mwawmﬁmww gﬂrwm
poushes of f3eld materiel (bouks, furma, seps, and meghblets) to RI/FI/iwuch
mmms’wmw ssteblishing mww file folders; sald
other apeaisl duties 28 they nre sasigned to hinm,

8. By comtrast, the File Usit of fergo Dreneh/Trensportstion Diviaion
s respossitie tor the folloving types of domenents:

s One vhite run-off eody of the anrge regalsiticn furaichod
by Dalg,
b.  One "packing” documeat Tor eagh fisel or partdel shipment.

. mm end sugh
W Iﬁam, comsereinl shlpplag

e. Oeonsionsl o0 nce desling with the eargo.

£+ A mwwmu; digpetan, Porm %9, or Porem 386 contedndng
shipping indormstion or fnatmetions. After this document is filed,
the Wﬁm Mvision clder is cloged.

»  Chwliously, the Trensportation Mvieion Tiles are seintained only
um%&%%wﬂwm“ﬁm%ﬁmrwﬁ
oy estering the OffRee of laglatics. For example, during the period

xwwﬁmz.m,umaf 4018 reguistitions were recedvod

"
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snd logged at the D503 Begletry Desk. OF this muber 1535 contalned
Wt&ﬁ%%%ﬂ%efm&&wm i
though it would sppew at first glanee that the worklosd is le
G54 greater in D03, this Pigure 13 ndsleading.

s. First of all, 5303 has o greater wiluse & suppe %
Mt«mwm {racelving ¢ el
parehase arder soplen, .Ammmgmmmm
m, ote. ) whish Pranevortation Mrision does not have to

+ The s aetivity L orestor in TO0S sings there are move
mmmmmmmtﬂmm@m@, By befag
dtvided on an ares Vasis, Crrgo Prench reguirements for flles are
move Ypited. DS fileg, oz the other i, sre used o & world-

wide eais.
L0 mm&#xmwmmﬁmm%
paicadk el apeve 1o bogkeld o v serrier msﬁ%

by the Stoek Zeftows, tors, Yollow-gy personnel, 3ection
MM;,MW mwmet&emmm@m
m;u%%%nﬂﬁ%wwmw
e astivity i3 over sof sléve that of the Pile flerk himseld? who

is pertorming the torvest fMling operstions.

10. Beeides the faot thmi the relatdve warklosnds are not In somperisen
the sontrast beommes even more awtbtanlinz Vien ose aomperes the 7/0°s of
mmkw PGS, & mestioned earlier, e one &8-3 Pile Qerk who 1s

de for s11 of the s vk, Onrge Draaeh, in the other Memf. has
e 7/0 of rowr purscns (e G3-6, nmws,mmw&*ajmmn@
Panetions. he result s apperent. rgoe Breagh Flle Uslt has no besklog
of Piling. Yis files sre neat ead ﬂmwmmmm
with sidde fstonsss. :tmmmawwm&w‘ her 8 #le
is setive or Immotive and. when 1t 1 campleted, ﬁiaLWmﬁw
Inpebive 1ies nod sent to Reeords Center after six momthe. That Unds
cpesetes out of B £11iax oabinets for both petive and insetive files, while
DSCS fe opeveting out of 3.

13, Sdlled persounel in si’ficlent nucbers 1 DOUS emuld show ih
mmﬁmihmgha With f4iing up to dehe anl foldors in
ool condition, amay of routdne questions which ronch DSCE oomld be
mmmwmmmmemm
Pollew-ay snd Seheldiang Desks, ‘e prisary funetion of those Desks L
wwmmmmmmwwmwm mmr

persamne). stly fnteupted by ¢ ons which regaive »
wmmwmmmw:mm@awﬁammm
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reguire the time und effarts of Gi-J persennel. Undar sueh an aryangemens,
it is falt that the seope of the Jollov-up Desk conld be brosdessd to Laciuds
areas of follov-up verk which are aot possible at presens, as well o3 to msic
Fresent efforts more effeetive.

i2. It wvould be posaible, slso, %o operate with less fillag equizment
than is uow neessanry. The selbive filed would be mtintained in sn encloced
eres sstassible anly to filing perscmmel. As folders are completed, thay
vould Ve sagregated aud pluced in boxes o shelf-filed ia tae vemlt are
{Room 1-67) watll retired to Reeorfs Cegter. In this sems commeticn, it
WM@WW#!WW%%WI%W#&W&
the varkload when & shipment of folders is belng prepared for Pecords Center.

33- It is true thmt more than ogcesionsl reference So ccapleted ruldars
sy be desfirable before retivemant, andl auch falders sonld be made svailebla
uinloms in the worklng aven. It is eatimbed that all of the setive riles
{Debit, Credit, snd Kiwsallaneous} could be maintuined in sypraxisstely
eight (8) filing cablaets, yrovided that the sudit apd closing | s L3
SRS mmmmmatmmvwwmm
xmwmmwmmmmmawmm, iz
thatt basls, & contlimsaus sud systeanilie olesmmnce program would heep the
volume of files in hesdpurters 2t & desiredls ainlwas.

ik, 0 perform the sulditing eod complesion procsss howsver, the

peracn Ssuigned ss supervisor of tae group should possess & complete kaow-
lsdge of the (ypes of donmmats asd thesr pwrposes. He showld possess rn
analytionl mind wvhioh can 1% the werious bits of infarmation tagether cad
arrive st & gear and complete ploture of the case. In sdlitiem to those
genlifisetion:, e should possess the smturily of Julgmat necessary to
Girest sal perform the operation 13 5 menner eonsistent with good mausgemsst.
s posftion 1s & key ome in the vital filing fusetion =nd should be ceceidered
ia thet light. T™is i3 not to dequphasice the lmporisaee of the secondary
pocditizns $a the , et the audcess of the | tham vill depend on 1ue
MW wg:ah wﬁ?mw ﬁmwhm

; Y ; unetiog vhleh ri 6 & algh degee of tion as
well as = wvillingness to wurk.

15« The superviser weuld de respoisidle for the muslysis progras;
W‘M~W»ﬁmm;ﬁmhwwm:«m

would eentritute to the good physiakl orgaaisetien of the File Rom. .
disunasion conatilers valy threw parsoms is the File Group complement
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mmammwmwwammsmmm
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wwc ﬂseju ﬁmwﬁ«*m*m
Ll o mnfnﬁﬁmmh m mm@m

i6. The resent spprowl of six slots for the -mutima R 1A29
preneatl wm%l#; provides for manpower el grades
whish ean be mmwmﬁa in shdoo tha ﬁj@t&%x of Bas

progres waller diseussion. Although seven positions for the sexy [ 25X1A29
and fllleg funstions Ls spresding peracanel very thinly, it is feld timt
WWW&MWWm Te G5-7 ?rwma

Supply Assli »m/ummwymﬁwmr

Groay sad the Trdng Craup with the wiary vark assignment

t0 the detelled snslysis of the £iles, 235 polated out mbove. mmﬁaﬁ.aa

be reaponsible for shecking the fintadad trenanitial ddsgpeatehes Lar25X1A2(¢
somowy and cagpletencss bafore Trwardiang thes for smthentiestion end
relesse. A 08-5 Progeriy sal Sugnly Cler: (Typing) wmld essist tac
superviser of the Filss end fulflll the responsibilisies of the seammd
person Sawerided in e preceding poragraph. he 05-3 Tlerk would coatlouc
in hMs ssaigoment 4o the File Oroup but with roduced mmmumas.

37 wmwwmammm to the riliag gperstismm  25X1A2
on & full-tiam baale, the sumadntng four alots can be assigned fuwll- 9
time o the Mﬁm fispeatoh mmﬁm itiss endl Tesponsibilities
will thes be delfinested and will <bviete the nsoessity of partetine as-
sigrments Yo Wping sad £114ng which exiats 2t present. It 4s felt thal

awmmmmwm

1. Toe proluct of the D303 files dces ot meet the stenderds of =
mmmwmigwm_wm«mummxg
gool aysten, ‘These feilutes , s wmmwm-~a
nmwmw;@m,mﬁm,m b
mmwmmmﬁmmwwﬁ‘
;1though cemparisons sre sametimes odlus, the swe dvewn between the T9/fergs
Rroush snd D883 £iling syetems does serve o polnt wp sreas of inbelaascs
and 3o sfford & besis for swdy.

2. In ovder % D3CS can beinteln Lts Tiles in the proper menwer
andl waleer the sontrols mecessary o provide cousplets end ecoursge infomm -
tion vhen 1% L5 weeded, the flrst reguiranent sosms %o Le an enclosed sal
sre ares videl is ssesssible only to file pevsommel. BSuch & eontral
L ; mwmzmmmaﬁauwwwz aaly
after shgndng on "OUT® ecapd or other spyropriste reguest femm.

g
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3. ‘he priee o migx service unfl coutrel, however, in edditionsl
personmel. One perscn osnnot pgvically perfom sll of the operations
Wmmmmmmm@mﬁwmmmm
mmwmm'ﬁmuammﬁmwmmm
{older betems & repositary for "repers” ood not & neet sondise history
wmm mmhmwwwmm&:
wmamm@*

Lo Thet sa ares suffietently ) to ssuamodate Bt lenst elght
£iling osddnpts woridng tebles for pivadne: be set aslle In the
WM&MM%&MWM ém%ﬁemmxﬂha
twough & “dubteh Soce®, the botton half of vhish 15 to be Rept olosed et
mmumtmmmamﬁwmmmmﬁ
cags. T ares Will 3o acnpletely sswmvad st the cloge of the business day.
When overtise is belng vorked, s f£1le glerk muat be ca duly also to service
those ovating ssplcyees who my heve wae Yor the files,

2. Iserssse the T/0 of the File Growp from cue fc three slots.
Ueildne U resontly aypeoval 05-7, Property ol Sesaly g;m alot %o
mmwﬁmmmm yping Group.
mﬁmmﬁmmw&ﬁ,_ erty snd Supply Clerk {Typing)
ﬁmmm:mmmﬁmfmm ; i poaiticn
mmﬁ;mmk, , ' huse
uw«-mm

3¢ Znstall o tolephone extession in the Pile Room to enstde the
transfer of routine iafarwetion requests fros the Follev-up and Seheduling
Desks, andl to persdt dfreet enlls from "oustoasrs”.

h. Iostall an intergom sysien fov interasl Segticn use.
$. ¥ e filing sabinets with gteel shelving In the venlt ares

Bo thnt soegpleted folders will be scousaible vhen asedad but will not
me«mmﬂmw&ammm&mx

25X1A2g

B 25X1A%
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